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How to set-up a CalCareer Account 
 

What is a CalCareer Account and why do I need it?  

A CalCareer account is created through the California Department of Human Resources (CalHR) jobs site. 

This account allows applicants to take online State Civil Service Examinations as well as apply for 

vacancies electronically. This also allows applicants to store up to ten (10) different versions of the Standard 

State Application. The CalCareer account allows applicants to track their application and save additional 

documents (resume) all in one place.  

1. Navigate to https://jobs.ca.gov and Click Log In in the upper right hand corner 

 

2. Click on Create an Account. 

 

 

 

3. Complete all required fields and then click the blue button titled, Create Account. 

 

 

 

 

https://jobs.ca.gov/
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4. Now your account is created and you will enter your contact information. Once you have entered 

your information, you will scroll to the bottom of this screen and click Save Contact Information. 

 

 

5. Click on the link in the left hand column titled, Application Template. This will allow applicants 

to create and save a template of the Standard State Application to apply for vacancies and 

examinations.  

 

6. As a first time user, you will click, Create New Template. Note: The online application template mirrors 

a hardcopy application and will take you through each section of the Standard State Application form, 

678.  

 

 
 

7. The first field titled, Application Template Name requires a name to be entered for this 

application template. You may save up to ten (10) different templates in your CalCareers 

account.   
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8. Once the application template has been titled, the first section of the application takes the user to 

the Questions tab. You will specify the classification title for which you are applying in the “Exam 

Title/Job Title” box.  Remember to update this each time you apply to a new examination or job.  

 

  
 

9. If you are applying for an examination, you can leave this question blank. If you are applying for 

a Job, you will mark how you are eligible to apply for this job. If you have taken an examination 

and passed, select, List Eligibility.  

 

 

 

 

 

 

 

 

 

10. Respond to the General Questions and then click “save template” at the bottom right hand corner. 

 

 
 

11. Click on the Education tab to enter your education information and click Save Template. 
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12. Click on the Experience tab to enter your employment history. Enter the most current employment 

first. Click Save after each employment record. Select Add Employment Record to add additional 

employment records.  

 
13. Once you are complete with entering your employment history, click Save Template. Scroll to the top 

of the page and Click Print Application Template in the upper right hand corner to print a Standard 

State Application, Form 678. This will be used to apply for examinations and vacancies. 

 

 
 

14. Once you click Print Application Template, you will be directed to the View/Print page. If you are 

applying for a Job, click Export Job Application to PDF and if you are applying for an Examination, 

Click Export Exam Application to PDF. 
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15. Click on the applicable Export Application and a window should open to allow you to open or save the 

PDF document, click open to review.  

 

 
 

16. The application should be displayed in PDF format. Review all contact information and employment 

history dates to ensure they are correct. Print application to submit for examinations. Note, all job 

postings allow applications to be submitted electronically via your CalCareer account. 

 

Helpful Hints 
 

 Search for vacancies (jobs) and examinations via https://jobs.ca.gov 

 Sign your application, when submitting a hard copy for an examination. 

 Update the examination or job title for which you are applying, as needed. 

 Read the Job posting or Examination Bulletin for instructions on which additional documents need to 

be submitted with your application, (i.e., T&E assessment for exams or SOQ for jobs).  
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